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46, Subject: "Long Distance Telephone . 
Usage" 
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12 Christmas Decorations in Government Bldgs. 10 Dec. 6. 
13 Acceptance of New Subscribers to Group 16 Dace 46 
Hospitalization, Inc. cae y 
Uy: Half Holiday on Christmas 1 Eve and 17 Dece 6. 
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15 Location of Central Registry Units 18 Dec. 6 
16” eee Holiday - New Year's Day 30 Dace 6 
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18 196 Income Tax Returns 6 Feb. 7 
19 Suspension of Officer Temporary Promotions 28 Feb. 117 
20, American Red Cross 197 Fund Campaign 12 Mars 47 
kf ae yous db onthe Aeleiise uitdig ise 
as 2 OTe ee heruitey | oP, a 
Ppemenandant! ghc Lies —pettrctloe recakuts eld ae : 
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STATINTL. Se 
“ QENTRAL INTELLIGENCE GROUP 
Washington, De GC. ~ 
STATINTL 


16 September. 1947 


- MEMORANDUM TO: All Assistant Directors 
Staff Section Heads 


SUBJECT : CIG Telephone Directory 


1. (CIG Telephone Directory dated August 1947 and 
classified RESTRICTED has been distributed within CIG. 


2. All current telephone directories, those. issued 
previously, and subsequent issues must be accoun‘ied for. 


3. When new editions are issued, old editions, © 
regardless of classification, must be returned to 
Services Branch, A&M, for disposition. 


as 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Executive for 
Administration and Management 
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_| po bt, . ee q 
7 4 ~s . i 
; haw cS - 
: “7 May 1947 map | 
| ton - MEMORANDUM FOR: PERSONNEL COMCERNED | 
| jo.) SUBJECT: Move to North Intorior Building | ; 


Sue 1. The nove of tho Dirdatonts Office and othor CIG 7 
cae _, agetivitios to tho Seventh Floor, North Intcrior Building, will bogin cae 
on Thursday, 8 e Mey 1947, at approxinatoly 9:00 ems . . te 


an | ae The following space assigrnonts in the North Interior 


Building are heroby mado: . 
; . fa a . : 
4 ics - | _* . _ Room Numbor 
{ rDiro ctor | ” : 7139 
~. STATINTL (7135 ond 7137 
| si 7131 end 7133 
re 
- Director's Conferonca Roon 7129 
Bxvcutive Director ner 
; 7125 
| STATINTLSTAT! | 
E STATINTLSTAT! 7128 
I 
& mai 
: 
e Egor te ee, ICAPS Conforcneo. Rooms 7117 end 7119. 
| STA | ae Thea, es * ae 
oo ANE Sat Nuclcay Morey Group : 7103, 7105, 7107, 7109, 
| 7111, 7113, and 7115 : 
Le 7182 and 7130 
i ; : 
: 7128 
| (894) 
Eo: 
Be ‘ a Ss alitheds om Shuad =f 
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_ 


G-2 Liaison Officors (2) 


Rocciving & Dispatching Unit, ° 


Contral Records Scction 


Reecptioni 
monts are mado: 
Director 


Doputy Director 


st 


inr Spacos 


3. Purk 2 


7102 


and 7106 


Approved For Release 2001/03/30 : CIA-RDP81-00728R000100040033-4 


- The following parking space assim- 


Parking Pormit #10, North Intorior Court. 


aft 
ine ’ 
Log 
773, 


iis ’ 


n75, 


s 


{76, 


77, 


HT, 


22, 


tt 


"t 


Spec #71, South Parking Area, New War Dopt. Blagé/ 


tt 


t wt tt 
tt w 1) 
" tt tt 
t tt w 
tt tt 
it it “tt 
u i 
i Sts tes ina lala caiuas agate hc 
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af 
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- <i - 3 = . od 


pace #79, South Parkins: Area, New War Dept. Bldge 


" #80, | " tt mi th Mf fet” tt 
"giao, Temporary Building Nee 2 


cnporary Parking Pernit 415, Tomporary Building Noe 2 


4e Tele honcs - Telonhone oxtensions will rennin sub- 
stantially the sano cxcept whore chanros aro requostcd by the Officos con- 
cornea.) 


5. Transnortation - Transpor tation will be available 
in the sane. way as in New Var Depart nt Building, by calling Ilotor Pool, 
Extension 22€4. 


6 Contral Records =, The Distribution Unit of Central 
Records is noving to South Buildings A roociving and dispatching unit of 
the Contral Reoords Scotion will bo established in North Intcrior Building 
for the offices located thore. The Exocutivo Reristry will mointain files 
only for the Director's Office and the Excoutive Staff. When the files aro 
for other than those offices ond action has been completed, they should be 
forwarded throug’. tho Contral Rocords wit in North Intorior Building to 


the Central Pilos Unit, Central Rocords Secotion, 


Te Suppli ics « | continue to maintain 


stock of stationory supplics which will be availablo in Room 7106 North 


Intorior Building. 


FOR TH DIRECTOR OF CENTRAL INTELLIGENCE:. 


Doputy ExXceutive for Pcrsorysl 
and Administration 


Blof Kad eta ta repenmlber pice aoe 
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(12 March 19) 7 


é 
é 


NGMORANDUM FOR: ALL. C.1.G. ehPLOY&RS 


- SUBJECT: American Red Cross 1947 Fund Campaign 


The American Red Cross Campaign for 1947 is Gewar 
The funds raised in this campaign will, of course, be used to cover 
existing and continuing regular Red Cross services for the civilian 
welfare of our country, In addition.to this health and educational 
services which this country, as well as other countries of the world, 
have cone to Know and accept as a matter of course, the American Red 
Oress has pledged its services and operations to the American Armed 
Forces at home, abroad, in occupied countries, and te our returned 
veterans and their families, 


President, Truman, in his statement to the Heads of 
‘Executive Departments, Commissions cr Agencies, dated 7 January, has 
said, "Luring the coming year the war-related activities of the Red 
Gross will continue to be very extensive. Large numbers of men will 
still be in uniform. There are millions ef veterans to whom the Red 
Cross has an chligaticn., Tens of thousands will he in army, Navy and 
Veterans! hospitals for a long time to come. The Red Cross is trained 
and equipped through its thousands of Home Service workers to give the 
* service needed, but it is imperative that the necessary funds be chtained 
to continue Red Cross operations on behalf of the Army, Navy and the 
svreterans, ‘lo Kelp raise the funds essential to finance this vast program, 
I desire that all departments of the Goverrment ccoperate wholeheartedly 
through the creation of an ef ue organization for the sclicitation 
of their gifts." 


Our share cf the quota, which has been established for. 

all Government agencies, 13°$3,300. This quota can be obtained only 
from generous contributions en the part of each and every employee. 
National Red Gross Headquarters has indicated a scale of giving, which 

is in direct pronortion to the Saree of employees, This scale is as 
follows: Salaries ranging up to $3,500. give 85,00 to 425.00 -- pro- 
portionately more from those with larger “salaries. A definite. scale 
will not be set for C.I.G.,; since I know that every employee will 
respond wheleheartedly and in keeping with his personal belief and 
financial circumstances «. 


During the month ef March a fellow worker, who is a 

volunteer representative of the Red Cross, will ask yeu for your con- 

ae Your support, tegether with that. of your fellow workers in 
OleGe will he our share and our goal 


Lad C 3 1 / ; 
Director of Central Intelligence 


“(aht) 
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OS! OFFICE MEORANDUM i WAT DEPARTMENT | 
“Now 14-16 <n PAs hs, _ OFFICE, SECRETARY OF WAR 
s! . . Washington, 28 February 1947 


TEMPORARY INSTRUCTIONS AND INFORMATION — 
Suspension of Officer Temporary Promotions 


The Office, Secretary of War is in receipt of the following information © 
from the Authorization and Military Personnel Section, Management Branch, 
Office, Chief of Staff. Any questions regarding this matter should be 
addressed to that office. ~ 


War Department Message WCL 24858, dated 26 February 1947, is quoted: 


. "1. The purpose of this messege is to announce the ‘suspension of 
officer temporary promotions from the grades of captain to major and from. 
ist lieutenant to captain in addition, to present suspension of promotion 
to lieutenant colonel and colonel. 


"2. Effective l March 1947 temporary promotions to the grades of 
major and captain are suspended. All recommendations for promotions. to 
major and captain, AUS, being processed will be returned without action. 


" 3, Exceptions to the above policy are: 


"ae Promotions upon relief from active ‘duty prescribed in 
War Department Circular 140, 46 as emended. 


= "b. Promotions of combat wounded officers prescribed in 
War Department Circular 215, 46 as amended, | 


"ce. | Promotions of recovered personnel under provisions of 
War Department Memorandum 580-5-1, 46. 


. "d. Promotion of Medical Department officers from lst lieu- — 
ae captain and captain to major as prescribed in paragraph 6 AR 
05-120. = is She coe oe 


FOR THE ADRINISTRATIVE ASSISTANT: =~ a 
GEORGE -E. BREWER es 
assistunt Adninistrative Assistant 
Office, Secretary of War 


DISTRIBUTION 
ny 

(All Activities having | 

military personnel, OSi¥) 
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GTADINGE,. 2° iam atoms gal Gooteee 2, a i ee eee: 


eae 


CEELRAL INTELULOMHCG- GROUP 
Now War Dovartment Building. 
ise and Virginic Avenue, Ne We 
Washington, De Ge 


6 February 1947 


MOMMORANDUL FOR ALL MiPLOYEES, CIG 


SUBU 2: 1946 Income Tax Returns 


‘the Personnel Relations Section, in cooperation with Finance and 
Lezal Divisions of Ge Te Ge, has made arrangenarss to provide assistance 
to all eaployoos of this agency in proparing and tiling 1946 income tax 
robvurnse re 

Four enpleoyces were scleeted and have atvended Yae Buroau of Internal. 
Revenue!s Income Tax School. ‘‘s a gpsult thoy will te in a position to 
provide advice iad assistance, This servico will be available between 
10 February oid 15 ijarch, and the individuals named below may be contacted: 


for appolirtments if desired. 


qh 


STATINTL 


Tt is requested that those anticipating the ueed for such service 
make arrangements at an early dvtve following Feb, 10th in order cnat the 
facilities aud time of “hese indivicuals may be apportioned in such a way 
chat all omplaiyers may be sorvede ; 
P 


acagei 


It is also. requested thet each omployeo have in his possession at the 
tax information, and if such is done nov more 


faa time of the appointment all tax 
ae 4 ~ than 15 or 20 minutes should be required'to handle each case. Tax forms 


will bo available at this tinc. 
«Since “che clrounstaricus surrounding the assignments and work status 

: me of the individuals named-abore may vary, appointments will. be made in 

Bs oo.) accordance. with these circunstarcese 


’ 


STATINTL 


ey Se, BIS Bee Se ia ae JU OEE. da bist 
eee . ". Caief,:Persomnél Division © 


STATINTL 


~STATINTL 


f 


STATINTL 
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New Wer Dopartment Building Ay ti ee ae 
2lst und Virginiu Avenue, N, We Fleas 

. Wachington, D. O. | ————oen 


4 February 1947 


MEMORANDUM FOR ALL EMPLOYERS, O26 


SURUINCT: Anuouncoment of Civil Service Cemmisston 
| Pxuninoations Lor Clerk 


The Civil Service Commission hug announced examination (announcement 
v4 Local) (assembled), for probational appointment to the position of 
Clerk, Grades CakF-1 to CAP-4, tnelusive, with baso salaries from 1,756 
to (2,594 a year. ‘The purpose cf this examination is to establish registers 
from which permanent aAppointuents will be made. 


finong the types of Cler!: positions to be filled from. this examination | 
are: accounting, fiscal, audit, stutistical, time, leave, payroll, appoint- 
ment, personnel, information, stock, purchasing, property and supply, 
traffic, correspondence, editorial, proof-reader, mail, file, record, ete. 


Announcements have been forwarded to all Executive and Administrative 
Officers within CIG and will be made available to you. Copies have also 
veen placed on all GIG bulletin boards. Names and locations of Executive 
and Administrative Officers’ are as Lollows: 


. 


Organization 3 - ae _ Euilding & Room  Axtension 
OsO Que 1048 2862 | 
ORE Central rea 2412 

. C&D. New War 2264 - 692 
P&A and Exec. De soe 

Ofiices New War 2164 Thee 
Finance Central 209 445 
Personnel . North © 118 2648 
Services North -. 200 wae TBO 
Communications south ... -209 . 2568 


00 
203 2271 
B46 


610 2997 


It is important that all employees who are interested in making appli- 
cation for and taking this examination read carefully all information con- 
tained in the announcement to determine whethor or not they meet the 
entrances requirements. See reverse side of announcemont, ) 


_ At this time, it is necessary te file only curd Form 5000AB. However, 
it is important that all informution requested be furnished on this card. 
This Yorm may be obtained from your immediate supervisor or from ofticials 
listed above. oe 


The announcement states that the applicution card should be forwarded 


directly to the U. S. Civil Service Cownission, Washington 25, De CG. . Howe 


ever, the Personnel Division, CIG, desires that these cards bs forwarded 


_ through your Administrutive Officer, to the Personnel Division, where record 
Will be made of upplicution cards sent to the Civil Service Commission, 


Although the closing date for receipt of upplications by the Civil: | 
Servicu Commission is 13 Fobruary 1947, it is important that thoso who 


file application curds for entrance to this cxumination completo the cards 
and place them in the hands of their respective Administrative Officers 0. 
not later than the close of business 11-February 1947. ie na 


OSOM H. LIGHTSRyY 


aRoOpaAONO400RIG, 


Vavae ‘ : . 
. ; # . Fi Spe, EPS 7 cae ' ‘ ee, ae ye. Fi : Fi i 
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a ns, : . E Rt : : & a ae 
' Bea | sei eee ; 4 een ee ae f wt . 
SO December 1046 
hi ORAS DUT. FOR: ALI, 07G PLAS O:TLL i 
GU STU s Legal Noli¢ay += New Year's Day ; 
Le New. Year s Des, 1 Ja: war Ge? es on ee ‘ 
selydarts: ALL at inveen are omeumad Leon ayes on Ghat eat, onc i 
thoge wie are tunsaline reouired to bo on duby durian nonerverl ing : 
: : as, ‘ A ee nO , ’ : 
sardode. 
2. %Ieuill be Ain vermonsabilits of. to “Assi scant : 
Divsahers and Chicks of Vivieions, Personal GoLehinictrative gree , 
ba nrovida an adecuate stalt! or thie cer. 
MORIA Wace y -OF- CLUE TINE seo : 
STATINTL 
Colonel, ACD 
Exeoeutive for Personnel 
and adminis tration 


eee tm nS An Rly neat tema erm mS cae a Ue bane manatee teas wat tReet AE ode 


hs lei ae up anime seen ar await. Go schinlte Pe Ae wea 
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fi eens dendaaainted Saas te eR ee ee ws ot a ewes 


| a4 7 a 18 Desénbax!” ang. i 
. ( Approved nee Release 2001/03/30 : CIA- RDP81 Sc7 od bpoaoss- 4 : 
’ MEMORANDUM FOR: All cIG Personnel ies | oe a =) Le : : 
patios 8 OUR ONS a +e: Location of Central Registry Units == =. il 
| 1. Bffective 20 December 19116, the courder and Central Liail 
. Units of the Central Registry Section, Comuunications Divis sion » F& A, will be ‘ 
. located as follows: . | 
Central ail Unit 307 South Bldg. (Ext. 719-720) | 
. gouries Unit 317, 321 South Blde. (Ext. 2 Bh2n2613, 2024) 
| STATINTL @e The mailing es for ora, as indicated in CIG Administrative | 
Order BB dated 30 September 196, will remain as follows: . 
: Central Intellisence Group 
(lfame of Activity) 
Room 2161, ew Var Depts Bldi. 
élst and Virginia venue, N. ‘Ie 
i Yashington 25, De Ce 
i LOR THo DIRE TOR OF CENTRAL. INTELLIGENCE ne 
STATINTL 
Colonel, AGD 
i mal: cooutive for Personnel and Aensatetation 
| ; 


Hee 


( iy 
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17 Necomber 1916 

Aah CAANDUL, FOR: ALL Ort Personnel 
SUP dines Nalf Holiday on Christmas Ive and Chrdctiaa é Faniias 

de. Pursuudnt ty Bxeeutive ¢ Order 931C, ert meee 
will be excused from dut ty at. 1239 hours on el; December 1946. 

2. The Assis tant maectons oa the Exe gutive Lor 
Terconnel. ONG Administration are. reg wested to errence schedules for 
Personnel, “home sbrrdeos ire eee ee | 
A . | | 

Be Chris tnas parties en wLG pablaiues may he 


‘hele by the various offices, nrovided no alcoholic beverares are- 


cernsuned, and purties do not continue after Leno hours. 


— 


xe Tae Que Guilding varcteria wALl be closed all day 
Gil Tuesday, chy Pecanbor LG. 


ma : ai Giada ates staca Sete 
POR Toe DERSOTGR OP. CoUTRAL TUTELLIGEN Iu: 


25X1A 


ixecutive for Tersoniel- and .aministraticn 
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fi SNe ’ CENTRAL INTELLIGENCE GROUP 
ves 3 ae va ‘NEW WAR DEPARTMENT BUILDING 


: ° 4 WASHINGTON 28, D.C, 


Decomber 16, 1946 
Wo: All Mmployees 


ds Croup Hospitalizatien, Ine., Vashington's civic, non-profit 
Hospital Sorvies Plan, has announced that it will accept nev subscribers 
: wbis menth in the agencies of the Central Intelligence Group Located 
ba Se in the Pietrict of Colvmbia, Applications must be submitted between 
Desembar 1G and December a4, for Poreactpatson beginning January 1, 


ay vith the axception of new appointees, who may enrol]. at any 
time during the first 60 days of their employment, and veterans, who 
mey onvoll, at ary time within 6 months after their discharge, thip 
will be the ay opportunity for employees to enroll in our anOuP during 
the next year, 


' 3, The enclosed leaflet describes this Plan, which now has more 
than 275,000 persons undor protection in the melropolitan area of 
ash? aeben, Group Hospitalization enables employed persons to meet 

. their hesnital pills and those of their families with Case, and 
thousanas of cur employees have enjoyad the Protegsion and service 
provides by this plan, 


4, One of the most attractive features is that Group Hospitalization, 
Inc, mates a payment direct to the Participating es hospitals for 
services rendered its subscribers. 


5, It is not necessary for you to lose this protection if you te 24 
change jobs or leave the employ of the Federal government. 


i 6, Payments mst be made to the Group Treasurer not later than 
. - . three days following the first pay day of each month. Application 
STATINTL blanks and additional information may be obtained from 

Group Treasurer_for Group Hospitalization Ine 


| | Ext. 680, Room 114 liorth Building. 


ee 


: | “ ig . =; Chief, Peeconnel Division 


DENS Pectin sre orn p rr ap tetacint nemo ners earn 


.) tyes 
if 
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10 Doconbor 1946 


LELOZANDUI! FoR; All CIG Poersonnol 


SUBJLCT: | Christmas Decorations in Covornnent Buildings 


1. Quoted below isa menorandun received from the Office. of 
Buildings: Hehapensnt: Federal Jorks Aponey, Public Buildings Administration, 


rerarding Christmas decorations in Government buildings : 
"Decomber 2, 1946 ° 


"DO: Chief Clerks and Administrative Officers of the 
Executive Departnente and Indenendent Agencies 


“SUBJECT: Christmas Decorations in Government Buildings 


de would annreciate your cooreration in the enforcement of the 
following repulations regarding the placing of Christmas trees or 
- Carictmas decorations in buildings operated by this. office. 


A reasonable number of Cyristnas trees iar, be slaced in buildings 
of fire-resistive construction and in fraime buildings nrovided with 
automatic syrinkler nrotection.: ifo trees will de pormitted in 
frane buildings without such protection unless a-mroval is civen 
by She Superintendent. The trees shoule not be kent in buildings 
for wore shan seven days. 


lo cotton or other inflammable materials ma be used for decorat- 

inp, the trees. io lighted candles will be nermitted in any buildings. 
NWlectric lirhts will be nermitted on Christmas trees and in buildings, 
if. the installation of such lights is inspected and anprovea by the 
Superintendent. Inflammable decorations will not be permitted. in 
buildinrs without the arnroval of the Superintendent. If the use of 
decorations and Christmas trees is conterinlated for dances, narties, 
or other gatherines in Covernment buildings, prior anproval mst be 

"; obtained fron the Superint vendent. 


Should there be any question concerning the interpretation of the 
above PEORAP EL ORS the Superint tendent should be consulted. 


The annroach of a new year rives us an omnortunity to reflect upon the 
acconmlis shnionts of the past: twelve months, and upon ‘the importance your 
cooneration and food will play in the effectual funetionins of this office. 
Permit us at this tine to empress our sincere annreciation for the fine servizi 
of cooperation you have so frequently demons strated. 


/s/ CL ES Ae Se 


Charles ... Peters 
Denuts Commissioner 
for Buildings i.anarement" 


, 


STATINTL( 
2. It is ; requested that all nex “sonnel of zee commly with this 


instruction. Anz question in this connection should be. direc ted to a 
ae Exidision 2168. : 


SINT FOR THE DIRECTO: OF CENTRAL INTELLIGLICE: 


> STATINTLO 
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(@lst and Virginia Avenue, Ne We 


i 
L 
¢ 


i Yashdarton y Ds Ce 

iq 

i 

y 25 November 19)6 

ee 

{ Mt rato a ; ord . 

i in UNAS DUL FOR: ALL Crd Personnel ; 
£ SUALICT: Conservetion of Puch and Electricity 


5 Le Quoted below is a momorandum from the Office of oe 


| Tomeceamernt, Publae Buda. ngs Acdmintie stration, Pedcral Vorks APOne’ y oubjecs 
: Niongerva tion of Fuel and Wi. ao" UrLaity" 

: ; " Novenler 21, 196 

; baa WY) ys for Grief? Clerks, Ae hiniobrative Offieers oz the 

a Buscutd ve Departants and Independent Agenies 


SUBI MCT Ge rservatdon or Puel and. Bloctrieity 


Ps. Pies eee TN, ” bat ba Jere te. foe ee yen vim gak ae 
Majer Genaral PHiLip Re SLoriars has directed the Fublic Buildings: 
i Administration to take ever nec cossary atop to COnGurve tne Yoverarcrdé's 


Pd. ee aid the use of aleciot oly. In view of tho sevious 


4 i aa neces naar 40 retour to war time heating ad Li nting 


BFoae. ed Rudicinese 
To meet tho cituation as | to. accomplish the maximum seving jn fuel snd 
elesbs es it. is very Necesscr, tuab we heave the aid esoverrtion of alk 
Covewament perscnnel. . Tha stups tate can be hy Govarn, Hany Persone 


ares 


HAKOD 


» Do not use winceessary lig ghts. i 
* Keup winskess aud doors closed so that:the insics 

air Goes not wineeessarily oseane eo: aM 
30 Heating units controlled tx 
be used to meet srirdimn co Mee 


he Hosting widts eombrolicd ty one ocr ane 
persomiel should not be dislurbod bir room oecupmits. 


a tare pertodia. ruatioes of the te wngrataurss | 
7 cs id. Wi male. ewe tot eas re OL 
Pont or oper ting pYoousNeG AR Ane occurs ca Cie rae ee aa 
yhoo: orabeares to muirciuin re Gi eer. 75. Spe aears ax The 

ae taal WZ Loree wil eee Se OO) La MCU Ty “bce org, COO OUSEE Ot, ae “wae 


ee oe RN Or Bat Ie only such Lichos as are: cass oniaal Lo ths. performance 
of cheir work. . , 


Au occupants! program of monitor control over eige and Light would 


eee Ey 


be digeiircble and, would mater Lolly assist in conserving fuel ana au enbita Lt Ye 


foovrogran of this nature would insure that wine owe are kent closed, watts oes 


turned off Le prevent overhe ating and elite tunes Olb Wen not novdute 


Your splendid cooper ation’ in the past ue been vory holoful and your 
continued cooperation at this time will be de eeply appresiated, 


x 


/s/ CHARLES i. PETERS 
Charles 4. Peters. 
Duputy Comuissioner 


v: 


for ee son anazement" 


ems é. It is requested that all cmployces of the Contre Intel igen ne 
Group compl; with this. MemMOranduyne 
Pe ee es POR on DIRECTO! OF CENTRAL ee F 
-STATINTL Pas , 
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CNY RAL INTELLIGENCE GRour 
NE VAR DEVARTCENY BUTLDING 
- 2lst and Virginia Avenue, N. ‘le . wre aa 
| a7 . 7 Washington, De C. e oe | rial Ge 


i : 7 L 
af ONL ? 
ie 2l November 1946 | ae 
ei : : 


MEMORAND.: POR ALL C. TeGe PERS SONWE _ | . = 


SULT ECT: Definition of Central Intellicence Group 


le Inquiries are continually beine made by Persons sincerely interceted a 
in the or ganization of the Central Intelligence Groupe These persons. 
include, of course, prospective cuployees as well as 3. persons who merely : 


Inow of the existence of such an orger ligation, and upon necting an 


employee of this Group they gencrall; ask, in effect, WJust what is the 


Central Intclligence gt 


ee In order that uniformity may, be maintained “in answering such in~ 


quiries, and in order tha: » Tessin possible security may bu: attained, it 
is belioved thet a uni forn definition should be est: ablished. It is, . / 


therefore » proposed that the following deMinition of the Central -Intelli= 
Bence Group be used in response to inquirics which are inevitable and 
Logitinate: 


mie % fasemgitien dt A pane hee 4 
"the Central int: oLL, jence Group is a recently create 


intevdopartacnt tal organization in. wreck tha 


tend. * 
whale 5 Sikes 


to, lar, 
Navy and sometimes other departments participate. It co- 
or dinates all activitics of the Govermsnont involved in 
alge and analyzing informetion about forviign coun tries 


tel 


vhich this country needs for 1s nationel security. Tt 
aa) 


also furnishes interdopartmente1 analyses of this type of 


‘ormation for use by Governnent officials.! 


re 


+8 definition, vhile bas asically true, is unre svealing and should 


stop further curlosity. 


FOR THE DIRECTOR oF CENT RAL T ISTELLIGINCH: 


25X10, 


Colonsi, OC. nee ioe 
Presa pea reeutive for ‘Fersor: meh and aGainistration 


er hehehe ni eRe SIE Ato 
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CENTRAL INTELLIGENCE GROUP 
NEW '0AR DEPARTLENT BUILDING 
elst and Virginia Avenue, Na We 
Vashington, De C. 


21 November 196° 


MEMORANDUM FOR ALL C.1.G. PERSONNEL 


SUBJECT: Definition of Central Intelligence Group 


be Inquiries are continually being made by persons sincerely interest 

‘in the Spee aEOn of the Central Intelligence Groupe These persons 
inciinde, ou 2OUurse, Brbauceled cndicgene as well as persons who merely 
know of the existence of such an organization, and upon ieedine an 
employee of this Croup they generally ast, jin effect, "Just what is the 
Gentral. Intelligence?! 
oe ee In orcer thet wnifornity ‘may be maintained in sicyenine such in- 
quiries, and in order that maximum possible security may be attained, it 
is beli.oved that 2 uniforn definition should be established. It is, | 
therefore, proposed that the following definition of the Central Intelli- 
gence Group be used in response to inquiries which are inevitable and 
legitimate: | 
"The Central Intelligence Group is a recently created 

interdepartinontal organise sation in which the State, Var, 

Navy and sometimes other departments varticipate. It co= 

ordinates i ackiqiteas of the Government involved in . 

ootaining and analyzing information about foreign eouEaGe 
which this. country needs for its national sccuritye It 
a ch furnishes interdopartmental analyses of this. type of 
information for use by Government officials." 
This definition, . while basically. EEuoy is unrevealing and should 


stop further curiosity. 


“FOR THE DIRECTOR oF CENTRAL INTELLIGENCE: 


Neer ae cele ee A ee ee Colonel CAG 2 F< 
Executive for. Fersonnel and Administration 


“8 see mae 
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Won f TROP 
ae my lemaveues 


D4 


G8 ie EU UU, dhe site 


12 Vorenbor 1946 


ee ER TE TEE POTN RE SE TN EOE ne ete terme mare 


PSLCBRAVDUT. TO: ALL C™G Personnel S 


hort SUBCEOT: Piankeracins Deer 
| 


ua 


i, Teankseiving Day, 28 Uovember 1946, has been 


| geclarad a lcral holicaay, 
@e Therefore, CIG persomnolk will not be required i 


to renorS for duty that day, excops such persugiol.as ara usually. } 


required on vonworlring divs. 


Fn At SH Ree iep Rea, ae < 
FOR Wily VERE TR CFE Om! ORAL Leet R, wl TL GLUGE a8 


| STATINTL 


a Pn ee ey > 4 Dh, Das A iE eet 8 Rei nae when, ah gn Se 
Awe outL ve oe Kourndamel] cud Acndte tration 


- 


STR PRETO Oy Pree cane meena weerenccinitnnee ee meets ee erence 


ic 


Abe Sieber ateetengetie ace nanan tennandnn mt aNimacnyen 8 dis ha and . . 
agree oN SL AN RPOERALL TALS OKT hIM Nd tc ee Sa temas en gare sae Cate a ten EY 2 Mmm seat iAeatoe Sen mllaDeene mega Auth te! 
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‘CENTRAL INTRLLIGENCE GROUP -_ nt 
NEW WAR DEPARTLENT BULLDING 
élst and Virginia Avenue, N. We 
Washington, De. C. : 


6 November 1946 | 

MEMORANDUS TO: ALL CIG PERSO) NEL . : oe 
SUBJECT: | Change No. 1 to ilemorandum Dated 1) October 196, . 
piece "Long Distance Telephone Usage" : 

1. Subject memorandwa is amended as indicated below: : 


‘ay Paragraph 2(b), after the words "Chief, Inter- 
departmental Coordinating and Plannd ni Staff", insert tie wena 
"Assistant Director for Cperations", 

be Paragraph 3, change the words "Chief of Office 
of 'B! Deputy" and "Administrative Officer for 'B! Deputy" to 
read "Chief, Commercial Contacts Branch of Cffice of Operations" 
and "Administrative Officer for Commercial Contacts 4ranch of 
Office of Operations", respectively, 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Coionel, CAC 
Executive for Pers. nnel and Administration 


CONFIDENTIAL 


ea ert aH ance wht a 
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THASR arpaceseese tal 
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SPEER Net apne toc eotempterere ema 
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LaF 3s Futtretee 
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CENTRAL INTELLIGENCE GROUP 
NEY WAR DEPARTMENT BUILDING 
21st and Virginia Avenue, I. W. 

Washington, D. C. | ‘ Pie 


30 October 1946 
MEMORANDUM 
T0: All CIG Personnel 
SUBJECT: = Armistice Day : 
1. The President has declared Armistice Day, Monday, | / 
11 November 1946, a legal holiday. | oe | _ | a 
2. Therefore, CIG personnel will not be required to 
revnrt for duty that day, except such personnel as are usually required | 
on non-working days e 
FOR TIS DIRECTOR OF CENTRAL INTELLIGENCE: 
STATINTL © 
Deputy Executive for Persommel!} 
and Administration a 


* 
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CENTRAL LNTELLIGneD GROUP 
HEY WAR DEPARTCENT BUILDING 
41st end Vir cinia Avonue, MN. VW 

HOSBIN Ever Dye, ns ve 


22 Octobor 1946 
MEIORANDUIi FOR ALL CLG PERSONNEL 


Mffootive 28 Oct.:bor 1946, IXooutive- 6100 WALT ba dis- 
connected. Telephone calls for tho Contral Intolligence Group tc 
personne] located in the Moreh, Central, Adinisbrati on, South and 
Que Buildings will iG Airodtea to call EXecutive-6115,. Calls through 
"Governnent" to the Contral Intelligence Soap fror othor depurtnents | 
should be made by requesting the operntor to connect with the “contrat 


| Inte ltkenos Gr: sup" 


The Headquarters Offices of CIG in the low var Denartnont 


Building will remain on BEpublic- 6700. 


“FOR THD DIRECTOR oF CENTRAL INTOLLIGENCD: 


25X1A 


sxecutive for Paorsa nol 
“and Administrats on 


RESTRIC TED 
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OO ee GO a 
~~ : cLUaRAL pie gt a ALTACE aROUP . 7 . ‘ Be , as ae 

Have Mass DEPARDE Tull BUILDING =. - aoe 

@lst and Virginin.Avemo, i. fe 0 . | 


vasuington, D.C. 
i | 
By 
: 18 Octobor 1046 
& " 
: Fire ovaeagh itn : 
i TOs “ALL CIG Porsomel | : | . de 
S CUBUUCT: Chance in Cafeteria Hours 
| B93 
Lffective Londoy,, 21 October 1016, the new hours of the Cafeteria 
located in Cue Building will be in force. ‘Those will be As follows: 
Breakfast: = From 0745 to 0830 hours : 
Luncheon - From 1115 to 1345 hours ; 
PO. TS DLN TOn CL) OSPR: Dav: 
STATINTL 
: Doruty Executive for Personnel 
: and Administration 


fppipjmeeibenntenrmetierersene an OF 


Se Oa az 


2 
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- | rte CENTRAL TITELLIGn CL GROUP ee 


Aether BNE Meee 


NL WAL DEPARTMENT BUILDING 
21st and Virginia Avonuo, N. We 


; ashing ston, De Ce’ o . 

pe se | ‘14 October 1946 

4 — PEMORANDUL: 5. i 
i TO: ALL CIG Personnol _ 7 

' suBat OT: Lonz; Distance Tolenhone Usane 


le j-omorandun, subjoct as above, dated G Sop tenbor 1946, is hereby 
roseinded, and the following is substituted therefor: 
26 War Departrent Adninis trative henorandum No. Wel, datéd 8 Lay 
1944, provides that the followins procedures be followed in- all instances where | 
lon;; distance telephone calls are mide from offices gometeea by the Vor Departnent 4 
switchboard. | | a | . : i 
Qe Personal long distance telenhono calls will not de 
made through: the Department's switchboard but will be meade from 
coin bes telephones located ee the building. 
bs Ho. Long distance tclenhone call will be made over leased 
line or cornerétal facilities by any nerson in ty Coney In- 
iid tenes Group for the treoasaction of official businoss unless 
tia call is specifically authorized in rade nee: by tho. Director, 
the Lxecutive to the Givcaten: the Assistant Lxecutive Director, 
the hief, Interdevartirental Coordinating anu Planning Staff, 
: Se : 2 Assistant Director for Collection end Dissenination, and the 
Executive for Personnel ¢, ond Administrations A list of the persons 
to whon- authority to annrove lons dis tase shine call s has been 
delegated has. been furnished to the Director of Communications, 


Fig ies 9A Socretary of Vaore 


oe. It will be the responsibi ility of cach person naned above 


(1). Exemine each request to place a long aistatiog: 
telenhone ecll to determine Lf the eall is necessary or if 
radio, telegranh, air mo il, or sone other forn of comruni- . a. _ i 
cation will suffice. — a. . 2 oe os oa ; 

(2) ainte vin c, ton=dey roport sheet. This renort sheet “% | 
wall be mnintainod at the oat of the authori zod andiya dun 1 
or his secrota ye The infornstion will be entered on. the tone . q 
ney renort | ee by the: personspice Big ste the call or as soon cnree 
<a: 
at hae been authorized, “Ef the call is not. completed during 


he acy, at will Bs toure be ‘necessary to remove: the cu thorizetion 
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oe La 


ae 


‘fron tho roport shoot but a now euthord zation mist be grantod 

nnd rocordad whon the call is ¢ upodin nlaceds Inconnloted onlls. 

ait not be hold over from one day to tho noxt but shall bo 

onneollod at the oe of cach date. This ronort will oa sae to 

the ixooutive for Personnel an 1 Administration, Room 2164, New - 

a | bead . Ver Department Building, te roach hin befero 1200 on the 6th, 

a as 16th, and 26th of cach onthe The ronort on the Gth af cach 

vonth wii imelude the ton-day moriod from the 26th day -of tho 

procoding ranth throurh tha 5th day af the eurront onthe ‘Tho 

— renort on the 16th cf cach month will include the Henrany: noriod 

me . ae | from the 6th threugh the 16th day of the current ee Te 
Senenk on the 26th will include the toneday noriod from tho | 
16th through the 25th doa: cf the current month, Those renort 
sheets will be cheeked against the oie Department bill by tho 
Office of the Dikeakor of Communications, Office, Scorotary, 
of Wer, and uneuthoriged calls will be roverted for disciplinary. 
otic, 

. | . . (3) Cuordinate requests sa that several people in the 

sunt office whe may. heve to call the sare point can do so on 

: ee ‘ the mmo oclle 

| (4)- Sco that-ag mani calle as porsiblo arc mde before 

0930, eShoon 1200 ene 1400, and af tor 1700, sours when the 


traffic volunos are lightost. 


sygecntyd fe eeainee ences sete 
ugar eeeeeg er a aaas 


3. Tho sano Ce linitations which apply to aaa calls 


SMITTEN a pas 


mode through the ar De naens: sai eohbon rd shall apply t+. those made by per- 
sonnel serviced fron the EXecutive- 6100 switchboard, Calls rae Leeueh the 
iXuoutivo-6100 switehboard niet be euthorized jim advance by the Assistant Di- 
reetor for Snecial Opor:.tions, the Exceutive Officer for Special Onerations, 
the Assistent. Exvoutive Officer for Spocial Guaree one Chic? of Office. of 
fe pee Adninistrative Officer for es Doputy, each Foreign Branch Chiof | 
or Ma" Deputy, 0 icf of Office ef npn Denuty,. “Administretive Officor for tet, 


‘ 


Demuty, Chiefs. of Forcign Commerce end Geavel wal ee carch Branches of ng 


Duputy, Assistant Dirceter for aescaren ond “weluction, Txvoubive Officer of 


4 


Office of Research ond Sveluc. perenae end the Chicfs cf the Communicat ins, 


. Proajeots SUPOES Fincnes, Services, Scourity, coad. Personnel Divisions. of tho: 


Personnel and ‘Adnind stre tiv ve ‘Dronche oe list of nersonnol cuthorized to approve. 


SORTER TCT ec, 


i 
& 
ie 
a. 
4. 
4 


‘ GOWvEDRMTAL? 
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offload Long dia tance taloph:no calls WALD be furnished tc: the Chiof SOP AGO a 


EX (coutives -G100. 


~ FOR THE DIRECTOR oF CENTRAL INTELLIGENCE: 


25X1A aera | | 


Colincl, CAC 
Exceutive for Binconnol and nanan s bray lon: 


A 
i eh 
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CENTRAL INTLLLIGLHUCE GROUP 
: . . NEW WAR DEPARTHENT BUILDING 
is @lst and Virginia Avomec, N. We 
: : . ee - Washington, D.C. 


7 Ostobor 1946 


LEORANDUN FOR: ALL CIG PERSONNEL 


© SUBJECT: Dosignation of Addross For Bulldings Assignod to 
CIG Located at 25th and E Streote, MN. We 


Effoctive inmodiatoly, the prenises and buildings 
assigned to ‘the Contral Intelligence Group located ut 25th and E Streets, - 
N. Wo, including the North, Central, Administration, South and Que Buildings, 


shall be referred to ag "2430 Street, N..t.". 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


~ STATINTL 

: Colonel, CAC 

; Exvoutive for Porsonnel and Administration 
y 

i 

iy 

i 

i 

i 
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oa _ CENTRAL INTELLIGENCE GROUP 
a 7 * _ NEY WAR DEPARTI ENT BUILDING 
ve 21st and VIRGINIA AVENUE, N. W. 
WASHINGTON, D.C. 


: | 18 June 1946 


MEMORANDUM FOR: ALL C.I.G. PERSONNEL 
SUBJECT: © . . Overtime 


oo he _ Inasmuch as C.1.G. personnel are assigned 
from State, War and Navy Departments, the policy of this Group, 
reference payment for overtime worked in excess of the adminis- 
trative work-week, will comply with the regulations ofthe con-_ 
tributing departments, a 

26 The administrative work-week now consists of 
forty (40) hours -— five (5) eight (#) hour days. Hours of work 


for the group are 0830 to 1700 with one-half (1/2) hour for lunch; 
Mondays through Tridays of each week, 


36 No paid overtime will be authorized without 
prior approval by the staff or division head concerned and the 
Administrative Officer, Approval in each case will be on basis 
of essentiality and urgency. Every effort will be made to keep 


overtime to a minimum, 


he Those staff. divisions whose duties require 
routine "overtime" will make special arrangements with the Admin- . 
istrative Division covering their special requirements, 


g 


-STATINTL 


boos | . ¢, . _ Administrative Officer 


(1042) 
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ge ee | 11 June 1946 
:CLMONANDUM FOR ALL CIG PERSONNEL — | 7 | | ' 


Subject: Annual Leave Policy 


1. During the formative period of the Central Tnbeldgence 
Group, it is deemed necessary to announce an interim leave policy appli- 
| cable to all personnel (military ond civilian). Inasmuch as personnel 
are assigned from the State, War ond Navy Departinents , an effort will be 
made to comply, in so far as practicable, with the leave regulations of 
the three departments and still not penalize the personnel assigned from 
the department having the most stringent leave policy. 


2. Leaves may be granted for a continuous period of not to 


exceed fiftean (15) calendar days plus travel time (Ase in excess Or ben 
(10) days), during the remainder of the calendar year 1946. 
| 3. The authority cranted in paragraph 2 above doos not apply 
to emergency leaves granted. employees; and will not prejudice the grant- 
ing of vacation leave by virtue of having been granted an omergoncy leave. 
| ee event of sixteen (16) hours annual leave may be granted 
6 civilian employees at any time, for other than vacetion purposes. This 
leave will not be counted against leave authorized by paragraph 2 above. 

De Military personnel moy be granted permission to be absent 
from the vicinity of Washington for a period of not to exceed forty-eight 
(48) hours (VOCO) vihich wi not be counted as annual. leave. 

6, Due to shortage of personnel throughout the grown, no 
replacements will be furnished by the Administrative Division to cover 
sigaenees within major staff divisions crested by the granting of vacation 
leaves. | | 

7. Leave requests of all types will be approved by the Staff 
division concerned and forwarded to the Aduinistrotive Division for 


completion and final approval in all cases. 


Colonel, CAC | 
Administrative Officer 


STATINTL 
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: eo oe | TELEPHONE DIRECTORY 


CENTRAL INTELLIGENCE GROUP 


REpublic 6700 - 
Executive €100 for extensions with asterisks 


Notes: 1. The distribution of this directory will be. 

| limited to only those individuals requiring 

| . the information contained nerein. 
ae 7 . Annee 


2. Room numbers listed are New War Department 
Building except those listed as Administration, 
Seuth and Central Buildings, which are at 25th 
and E Streets, N. w. = ; 


: , ~ * Extension 
Offices ; Room Number Number 
ads Hy Office of the Director 7 2167 79624 
- ‘Executive to Director 2168 7E854 
Secretariat Mae . 2165 79604 
Executive Staff | | 
ou, Assistant Executive Director _ 2170 78206 
Secretary, NIA - © oe, SOUT TETHO 
i Executive for Operations | 2171 77400 
| « | Organization Division 2176 ; 77300 
” ; Policy Division 2l71-~A T7606. 
a Advisory Council 2172 ~ 78603 
Executive for Personnel and | 
Administration | 2164. 7TE943 :" 
Finance Division 2164 ae TEQA3 : 
Communications Division 255 South Bldg. 2615 * 
Courter. Section 2161 T7675. i 
Central Records Section 2161 - T6716 
Services Division 2163 77125 
. Procurement & Supply Section 2161 77675 fi 
' Personnel Division: 2162 77541. i 
- Security Division 2180 i 78653 A 
Legislative Liaison Division 2180 T6097 | 
. ) . | 
Interdepartmental Coordinating and Se So a 
Planning Staff : 2262 2+ = (6600 ( 


Office of Special Operations 
| Control Branch 


221 Admin. Bldg. 2877 * 


Office of Collection a . | 
Acting Assistant Director 2178 k ei gsy ioe aa | 
Executive | | 2178 a “OTOL: F 

Personnel & Adm. Branch  ——™ 2178 78701 ly 
Information Control Branch 2178 78701 © | 

Special Intelligence Branch 2178 76760 
Security Branch ae “eg OUTS. a4 — 78701 I 
’ Requirements Branch ; LIS «. . 78701. ° | 
_FBIS Branch t oa LTS (C160 he 
ce eee ee 4 —_ - 2 : 7 ok 
QONFIDENTIAL |... eg te Se Fe . (1901-8) — ip 
torn Sk Cn kL - Saeko sania eiarrmemey ia reve Met oes ES i A RE A gynnnenele oad Coarse, 
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‘ Extension = — 
Office ee Room Number Number. 


Office of Research and Evaluation : 

ee Acting Assistant Director 112 Central Bldg. 2868-9 

yt Central Reports Staff hie 112 Central Bldg. 2868-9 
bel Plans & Requirements Staff - 103 Central Bldg. 2803 

ee : Executive | 112 Central Bldg. 2836-7 
i, ole |, Western Hemisphere Branch © 100-A Central Bldg. 2888 
Western Europe-Africa Branch 206 Central Bldg. 2807 
Eastern Europe-Middle East Branch 218 Central Bldg. 2809 

Far East-Pacific Branch aoe Central Bite 2853-2 


* kk Kk KR & 


Office of Dissemination | | 
Acting Assistant Director 2262-A . 77968 
Acting Deputy Assistant Director 2262-A ; 77302 
Survey & Control Branch ~ 2263 . | 76684 
Publications Branch 2263 . 77005 
Presentation Branch 2263 | 77005 


21 August 1946 


CONFIDENTIAL = ee” Se eas a ea ae 
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Mm -. . GENERAL SERVICES - ADMINISTRA TION 


Ea Sage, | TUBLIC BUILDINGS SERVICE 
. 7 | BUILDINGS MANAGEMENT DIVISION 


April 3, 1950. 


MEMORANDUM for Administrative Officers of the Executive 
Departments and Independent Agencies 


SUBJECT: Conservation of Electricity 


Tam greatly concerned over the increase in our electric 
current bill. While there has been an increase in the rates there 
has also been a substantial increase in consumption, I believe it 
4 important that we again renew our efforts toward. conservation to 
reduce our electric current bill. 


ae | Bach employee in your department or agency can make a 
; major contribution to this prograra. TFacsibly the createst waste 
4 in the use of electricity cccurs in lighting. We want the emoloyees 

to use the light they need when it is needed; but ae not needed 

the lights should be turned off. Desk lamps, where used, should 

; _ be turned on only when needed. Each additional dollar that is 
spent for electric current means one dollar less in the amount 

available for other services in the buildings. 


Your splendid cooperation in the past has contributed much 
toward our conservation programs, and I know that we can count 
L on your continued efforts in that direction, 

t 


| 
! 
/ 
} 
4 
| 
y 
| : 
{ 
| 
i 


ae aes LS Ca. DE oe GF 
Charles A. Peters . 
Director 
Buildings Management Division 


Penton. egies 


SE 


CLINT RAL IN THLLI CENCE GROUP 


Approved For Release 2001/03/30 0'#G1N-RUPST-DOPZBRDOD 100040033- 4 


21st und Virginia Avcnuc, Ne We 
Washington, D. C. 


6 Scptembor 1946 


} TJ ‘ORAM ou 


TO: | ae 61¢ Porsonnol 
FROM: | | Exocutive for Porsonnel and Adminis tration 


SUBJECT: Long Distance Telephone Usage 


Ll. Hemorendum, subject as above, dated 8 Maren 1946, is hceroby 
rescinded, end the following is substituted thorcfor: 
2. ar Departront Administrative lMomorendum No. Viel, dated 


& Har 1944, nrovidos thet the followinr nroccdurcus bi. followod in all 


—instanecs whorc lone distanou tclonhone calls are mado. 


&» Personal long distance telonhone calls will not be 
made through the “Departront' s switehbourd but will be made from 
coin box telephones located throughout the buildings 
be fo long distance telephone call will be made over 
leased line or commereicl facilitics by anv person in the contral 
Inte Lligence Group for the tre wnsoaction of official busincss 
unless the ott is spcoifically authorized in advanco by the 
Diroctor, the ekooutiye to the Dirvetor, tho favetnds Exceutive 
Director, tho Chicf, Interdcpartnentel. Coordineting and Planning 
Staff, | Assistext Diroctor, for Diesominction, As aie tent Dircetor 
for Coli stion, and the Executive for I Personnel Bue Administration. 
» list of tho persons to none authority to approve Long distance: 
Mhone calls has boon dolopatca Nas Becn furnished to the Director 
ea, Office, Seerctary of ‘are 
ee It will be the responsibility of cad: seadeieonn Ad 
above to: 
' ~~ (1) Examine cach request to nlace a long distanco 
 tolephone call to dutermine if the call is necessar: or af 
radio, telogranh, eir mail, r somo other form of conmuni~ 
cation will suffice. | | 3 | 
(2). liaintein 9 ten-day rurort shoot. This report sheet 


“will bor net atcinod ne tne dcek of the authorizcd individual. . 


or his scerctary. Tho information will be ontered on’ the ,ten-" 


es report sheet by ‘the person placing the call or as soon as 


t has been authorized. If) the eall is not completed ke 
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not 5 be. mecossart™ to: remove the Oe A ection 


waif - 
¢ 
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from the rovnort shect but a now authorizntion must be 


granted aid recorded when the orll is upoain nilaceds 


Tncomplotud calls will not be held over from one day to 
the nouxt but shall bs ecneollud ct te ond of cach’ dayne 
This renort will be sunt to the Ex. cutive for Puveonuel 
ond Administration, oom 2164, New Wor Department balding, 
; to reach him before 1200 on the gth, 16th, and 26th of 
cach months Tho roport on ine 6th of each Boneh will 


inelude the ton=dev period fromthe 2Cth dar of the pre= 


eding month through the Sth day of ui current month. 

The renort on the Leth of cteh ere Will include the ton- 
day noriod fron che Gta through the 15th das of tha current 
| month. The rcrort on. the 26th will include the ten-day | 
neriod from the 16th through the 26th « ay of the ‘ourrent 
months These report shucts will be choekcd ageinst the 
Wer Department bill by the Offices of the Dircetor of 


Cormunicetions, Officc, Suerctary of War, and unsuthorizcd 


ealls will bo re ported for disciplinary notions 

(3) Coordinate requests so th:.t severnl people in 
‘the same office who mey heve to esll the sam point can do 
so on the one ote 

(4) Soc thet as many ‘dnlis as possible es mode 


before 0950, betwecn 1200 end 1400, =nd after 1700, hours 


a when the traffic volumes are lishtest. 


CENTRAL INTBLLI onuCR GROUP 
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Approved Fo Ist ond Virginia Avenue, Ne ifs | 
Washington, D. C. 


6 Saptcmbor 1946 


LTT .OPAM DULL 


TO £11 cre Porsonnol 
J FRO: Exceutive for Porsonnul and haninis tention 


ee See SUBJECT: Long Diets neo tolophono Usage 


de Ifcmorandun, subjuot as abova,. dated 8 Merch 1946, is heroby 
rescinded, cnd tho following is subatieieie therefor: 
| 2. var Departrent Administretive Momore. ndun ee tel, dated 
8 Hay 1944, nrovides thet the followine nroceduras bi, followoe . in all 
“instanecs whore lonr distanou tlosnGue calls aru madd. 
et Personal Lenmvaiwtanad iolopiontcetite will not be 
made through the POPE encaU ie switchboard but will bo made from 
‘coin oe tclephones located throughout the building. 
be No long distanec telephone call will be made over 
leased line or commercic. facilitics by any norson in the Sentrel 
Inte Lligence Group for the transaction of official busincss 
unluss the ull is speoifiesily authorized in advanco by the 
Dircotor, the Lxceutive %o the Director, tho fssistent Excoutive 
Director, the Chicg, ‘Intordepartrontal ODE SS IEADE and Planning 
po _ ; Staff, Assistont Diroctor for Dissoninction, ‘Assistent Director 
= cae ‘for ponents end the Exocutive for Personnel as Administration. 
A list of tho persons to whon authority to aprrovu long distance 
nhone calls has boon delegated has Bucn furnished to the Director 
of Cornmnications, Offick, Seorctary of are 
Ge It will he the responsibility of sagt ecivon named — 
above to: 
(1) entidne caoh réquoss to place a long distance 


telephone call to determine if the call is necessary or if 


redio, telograph, air mail, or somo othcr form of communi- 


cation wil Sut tioos: 


(2) ‘Maintain a ten-day rerort shoot. This report, sheot 


will be maintained at ‘the abst of the cuthorized individual 


or his’ sderctary. the information will ] be ere on the ‘ton 


BaF won alte Pel hail satadbone ueeatttla fe vb wef a Flee ee 


pean report shoct by the Persewate acme the call or as. ‘soon: as oe et 


j ee a: ; 2 7 : Pa io a 
Approved oe ge boon spo ciA. bpRE hdainssTOd6anb dS 


tha .dasy, 


ssarv’ to re 


SLL RG saith ore cascade Bee 


it will not. be neco 


Spin a Met gee e De eto ea ea eer 
Approved For Releasé 2001/03/30 : CIA-RDP81-00728R000100040033-4 
from the report shect but a now authoriantion must “ 
ers nted and rucorded when the ecnll is ee nlacod.. 
Incoinplutud enlls will not be held over from one day to 
“tho nuxt but shall bs esnecllud it tho und of cach duye 
This ronort will be sunt to. the exccueive ao Pursonnel 
end Administrotion, oom 2164, Ht dar. Deprriment padding, 
to ree ech him before 1200 on tho Gth, 16th, nd 26¢h of 
cach months The ronort on the 6th of enol month will 
inelude the ten-day period from the 26th dar of the pre-e 
codins month through tne. SGy dav of the current month. 
Tho revort on the 16th of eeen month will ineludse the tone 
day ncriod fron th. 6th through the L8th dev of the sateent 
month. The renort on the 26th will ineiuae 4 the ton-day 
neriod from tho 16th through the 28th day of the currcnt 
month. These rerort shucts will be chockcad eae the 
Wer Department bill by the Offices of the Director of 
‘Comnicntions, Offiec, Scerttary of ier, and unauthorizcd 
eclls will bu revorted for disciplinary action. 
(3) Coordins tc requests so thet Soc people in 
the same office who may have to call the sam. point can do 
‘$0 on the one ecll. 
(4) Soe tht as many calls as pest ble ‘ore made 
7 before 0930, botween +1200 nd 1400, end aftcr 1700, hours 


when the traffic volumcs are livntess: 
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_ FEDERAL WORKS AGENCY 
PUBLIC BUILDINGS ADMINISTRATION 


‘Rules and Regulations Governing Public Buildings and Grounds” 


Authority - These rules and regulations are promulgated pursuant to Public Law No. 566 of the 80th 


Congress, approved June 1, 1948, 


Applicability - These rules and regulations shall apply to all persons employed or entering inoron build- 
ings and grounds under the charge and control of the Federal Works Agency, Public Buildings Administration. 


Preservation of Public Property - The injury, abuse, or damage in any way whatsoever of any public building 
or part thereof, including Signs, regulations, decorations or other facility or equipment, or of any tree, 
shrub, flower or other planting material is prohibited. 


Nuisances - The use of loud, abusive or otherwise improper language, unwarranted loitering, sleeping or 


‘assembly, throwing articles of all kinds from public buildings, the creation of any hazard to persons or 


things, improper disposal of rubbish, Spitting, climbing upon any part of a building, prurient prying, the 
commission of any obscene or indecent act, or any other unseemly conduct, is prohibited. 


: Gambling ~ Participating in games for money or property, or the operation of gambling devices, or the 


selling or purchasing of numbers tickets, is prohibited. 


Soliciting and Vending - The Soliciting of alms and contributions for private gain, commercial soliciting 
and sanding of all kinds, the display or distribution of commercial advertising, or the collecting of private 


debts is prohibited unless authorized in connection with the building operation. 


Use of Liquors, etc. - Entering a public building or the driving ofamotor vehicle in or on public property 
by a person visibly under the influence of an intoxicating liquor or narcotic drug, or the consumption of 
such liquors or drugs within a public building is prohibited. 


Photography - Taking photographs within a public building for commercial or publication purposes without 
authority rr prohibited. . 


Regs - Other Animals - Bringing a dog or other animal, except seeing-eye dogs, into a public building is 
prohibited unless prior permission is obtained. 


Automobile Traffic - (a) Drivers of all motor vehicles within public buildings and ;;rounds shall drive in a 
careful and safe manner at all times.and shall comply with the directions of all risted traffic signs; (b) The 


| _ blocking of entrances, driveways, walks, loading platforms or fire hydrants, is prohibited; (c) Except in 


11. 


12. 


emergencies, parking in public buildings and grounds is not allowed without a permit. Parking without 
authority, parking in unauthorized locations or in locations reserved for other persons or continuously in 
excess of 18 hours without permission, or contrary to the direction of posted signs is prohibited. 


Local Laws - Federal and local and state laws and regulations applicable to an area in which a public build- 
ing and grounds are situated shall apply to that public property where they are not inconsistent with the 
rules set forth herein. . 


Penalties - Whoever shall violate any rule or regulation set forth herein shall be fined not more than $50 
or imprisoned not more than thirty days, or both, except that offenses committed against laws applying to 
the local area in which a public property is situated may be prosecuted in accordance with such laws. 


Approved April 1, 1949 
Philip B. Fleming . 
Major General, U.S. A. 


Administrator Seay 
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: 4 ek, Be a ee Te Juno 1947 


| MEMORANDUM FOR ALL EMPLOYEES a. 


| ' SUBJECT; Election of the Employoe Mombor to the 
pn” aes | Efficiency Rating Board of Roviow, 


! Ro it is tho right of all civilian employeos of 

ae CIG cxecpt thoso paid from special or unvouchered funds, 

...boO elect a representative to the Efficiency Rating 

_ Roard of Revicw. This board will consist of a membor 
appointed by thd Director of CIG, a membor cloctead by 
the employeos and tho Chairman of tho Board apoo inted 

| by the Civil Scrvice Conmission, Tho Board wiil hear 

. and decide all appcals from cfficicney ratings for the 

| . 


current ycar, 


: . Tho clection will be hela 0.2 15 June 194” 

from 10:00 A.M. to 4:15 P.M, in the scveral buildings 

. - Wnich house CIG. Ballots will be Issucd to cligiple | 

oMioyees at tho time they receive their pay check, 
Vowing will be by sceret ballot, and there will be no 
Ccercion or influcnes oxercisod over the voters. 

_ Bailot clerks stationed in pay disbursing offices will 

/ answer any question concerning tho voting proceduro, 


_ _™ order to be elected, the candidate, in 
addition to receiving the groatest number of votos, 
must roccive a number of votes oqual to one third of 

_ all tho votes cast; the candidate reeciving tho noxt 
highest will sorve as altornatc, provided he rcecivos 
at least ton per cont of tho total number of votos, 
Each employoc will vote only in the building in which 
ho works, | | 


Employoe Election Committec | 


Fo (aga) 
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STATINTL 


and : a ec . ‘ i ‘ , 
, : ; ’ ; 
. a. . 7 : . , ‘ . if 
ne : : : 
fet : 3 ae. i 
; - : 

4 


L | | | | | | | A 


. | cm | | ete | | 5 duly 1949 


MEMORANDUM FOR ALL EMPLOYEES OF THE SERVICES OFFICE, OVERT BRANCH 
EE 


_ ‘The Government Employees Health Association » which was 
organized within CIA on 15 July 1948, makes available a gro up 
plan of hospitalization to employees who are not eligible for 
the other group plans within the Agency. This plan is under-| 
written by the Mutual Benefit Health & Accident Association of 
Omaha » 


The rates are as follows: 


| a: Monthiy 
I. Single member only — 1 260 
II. Married member and spouse 4.75 


III. Married member, spouse and all children 6.00 
IVe Member and all children, where there is 
no adult. dependent 4.75 


The Association requires ‘payment of a membership fee of 
$1.00 and payment of two months! premiums at the time application 
is made for membership. 


If you are interested in joining the Governmont Employees 
Health Association you must act promptly as the membership will 
be closod as of 31 July 1949. 

5 i 


if | | For furthor information and application see ip ed ou 
STATINTL  ° Room 201, North Building, Extension 785. , | 2 ee 


Stns 
i” 
i 


. 
Sac SCTAa eae Ae teic Gabe Sees mC Ra beriaer a 


+ DEEL are eaten 
< 7 
4 
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Le. CENTHAL INTELLIGENCE AGENCY 
0 Washington, D.C, 


MEMORANDUM FOR ALL CIA EMPLOYEES Gs 24 Fobruary 1948 


: ‘ 
ii 


SUBJECT: 1948 Red Cross Fund Campatgn 


ee The 1948 Red Cross Fund Campaign is now under. way. The funds 

a, raised in this Campaign will be used to cover existing and continuing 

a regular Red Cross services for the welfare of our country, The American 
Red Cross continues to aid sufferers in hurricanes, tornadoes, epidemics, 
fires and floods, as well as to give extensive services to members of our 

Armed Forces, to our veterans and their families, Its disaster service 

and expenditures for rehabilitation last year exceeded the record of any 

one of the previous ten years, . 


President Truman, in his stetement to the Heads of Executive 
Departments, Commissions, or Agencies, dated 2 January 1948, stated in - 
parts a a 


"The several volunteer and educational services and Junior 
Red Cross serve the needs of their community and country, The new civilian 
blood program eventually ‘will maka whole blood and plasma available to all 
people = an indispensable service to prevent much needless suffering and 
loss of life. Abroad, the hed Croags field and hospital workers continue 
services to our Army, Navy and Air Forces = the largest in peacetime history « 


in the Arctic Circle, Europe, Asis, and the Pacific, 


"A chief purpose of our governnent is to promote the health 
.and welfare of our people, I desire as a most Pitting corollary that all 
our government departments, commissions and agencies, wherever their employ- 
ees may be stationed throughout the nation, actively cooperate with their 
respective Red Cross Chapters in the 1948 Red Cross Fund Campaign to be con= 
ducted in March, . . 


: "We have ample power to relieve the burdens of our fellovmen 
i and by generous acts of kindness and goodwill impel nev life and hope. 

Each citizen through team=work in his Red Cross is serving his country and 
thereby building a stronger, more splendid America," 


There is no doubt in my mind that every employee of CIA will wish 
to contribute to this Campaign wholeheartedly and in keeping with his per=. 
sonal belief and financial circwstances. Tt is to be noted that this Agency, , 
during the 1947 campaign, made a total contribution of $4,245.59, - et 


PRET rege secney gee we apo se 


DINETTE SET MT Pes ae Nene ee stat 


You 7111 soon be approached by a fellow worker who js a volunteer 
representative of the Red Cross. Your contribution will be your share in 


making the 1948 Campaign a successful one, . . 


- STATINTL 
| oP a BA +R, Hy HILLENKOBTTER 
7% ; . Gn _ . Rear Admiral, USN . 
(5057) »¥ Director. of Central Intelligence 
? re eS 


ee - 
UTR AIR TTAB oh me Miner peg nse. 
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1 eatin REE 


poo e | | "Q" BUILDING CAFETERIA 


The number of employees in this area utilizing the 
facilities of the.cafeteria in Que Building taxes its 


capacity to the Limit within the hours of service. 


Numerous instances have been noted wherein patrons 
fp . : sit around the tables to talk and smoke after completing 
their meal, while others are waiting — line. 

All employees ¢ are urged to dodnehats by vacating 
cables promptly upon completion of their ee in order 


that there may be room for others. 


ae FOR TNE DIRECTOR, CENTRAL INTELLIGENCE GROUP: 
-STATINTL | Z | 


Colonel, AGD 


12 February 1947 
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mre pmemmtenomnyrurrna | 


| , ; ; 
' MEMORANDUM ‘FOR: ALL CIG PURSONNLL 
j 
t : ‘ s i 
i : . ; 
SUBJECT: Enorceney ood Service 
, . Cuoted below is a nenorandun roco: vod fron the Publis Buildings 
hs Adninistrs tion, Vederal Works agency, subject ns abovn, 
a 
; “FEDERAL WORIS AGLECY 
re PUBLIC. DUILDIUS ADLTIIS MYePLoU 
‘ Washington 
fy | . ; JL “December (27,1946 
4 ¥ "TGs Gaie? Clerls and Administrative Officers of the 
{ f a ; Hnecutive Denartnents «ne Indexendent Arevains 
{ “to | SUBJECT: — Unerrene yy Pood Service 
- "In the overt that onfetserie see of Covernnent Services, 
| Inte, “oO nig menbers of the Unie: Ve Galeteria Volliers, “Loo:l 47} 
oP the United Public Worlers of Ancrica, ClO anc the -Governnens 
be Servicers, Ino. Lak] te eome to an acreermong ranurainns o new contract 
; for L047, it in emmested that a wallovs or & GuPiice wend ie Oh i 7 
erovani in the Governuent cite ine en oy 200 Januar 2 aA, 
i Sacula this situation Cevelon,we have boon advised tic arran cements. 
4 Will be wade bw Government Services, Ino. to crovide emerroney food 
service at a limited number of cafeterias. 
: "1. Food ide bene menerally, of seun, sandwiches, brick 
i Loe orean, beverares. and miss ellaneoue “ecla rod. Hoods wiil be served. 
bo _ 2. Cafaterin diminre sence will be nace aveila vie, in all 
bulldines with cafeterias, for those who wring their lunioh into 
i Pe bell srke'y ; 
ao ge "8. Each person who uses the dinine facilities shall denosit 
all uneaten food and lunch wra-~inrs in recentacles tat will be 
mrevided for the nurzrose. 
i ie EN, & "4, Snecial dining rooms will »%o closed. 
oa "5. The cafeterias tiet will ve used Oy Goverment Services, 
i Ine. to -rovice noon tine emernoncy: Sood service are: 
; aT - a | 
| Commerce Lador 
- General Accounting Office Temporary 3B 
( Hone Owners Lean. Corpora’ ion. Tormorar:y. 7 
r Justice Tommorary 8 
Lengston Residence ells  . Lumitions 
' Temorary 1 avy 
ae. LY Tem-orary. X | Yiew Pest” Office 
. Arlington Farms eae Procurement 
_ Federal Office Building 4 . Social Security 
qe Y 
eo Federal Office Building 353 Var 
: Interior 59 M Street, NH. 5, 
Internal Revenue 
on Sanne . "6. All other cafeterins will be closed excent the dining areas 


may be used by Government personnel to eat the lunches SAG Sess 
into the buildings. 


© 


"7. Snack bars will not be affected by the strike. 
"8. Breakfast will not be served. 


"O, aaa ice relating to the use of cafeteria dining 
“areas, the emergeney food service, and anv details not covered. by _ 
this memorandum siiould. be directed te. tae, Dpuil ding: Superintendent 

concerned. 
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SAREE TEMS Gps mesren etme tmeatrer men meet tet 


StU oer 


ARUN ITES Ne Maret TADS acepannse spe pair 


metas fie 


foe 


f 2 : cast 
fd %. eg : 
a x rd 
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"10, Tio Cuard Borde las been instructed te maintain 
ova witin Sha Govrernnent Yuildinns at cll tines to prevent 
cemonetrathons ané clacanding of any Mind witiin the buildings 
amd Go tenosg myvone who fails to use the dining svaca nrovorly, 


, ths 


tha > ° : A F sos pote 
ile . Your coover.tion in acvising crour of ficy ~ornonnel 
ne) 


on actions iat lwill-he talien ‘on, tho-suhdjest of 'Emerpeney Voad 
Gerviog | will be most Nolepul and cocvly amreciated.: 


/s/. Rs O. Jennings 


ne QO. Jennincs 
ni, 4 = Aetinge Commiesionor 


of Public Buildings" 


os 


POR THE DIRLGTOR OF CLMTRAL TUS LLLGELCE: 


STATINTL 


Solonel, ACT 
tive Yor Porsonnel 


wid Adtiini stra cher 


Ee aR ae, 


oer tee en 


Sythe 


